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9?) [~ ie ‘ 13 Auaust 1965 


MEMORANDUM FOR: Assistant DePuTy DiRECTOR FOR PLANS 


” 


SUBJECT : Revision or TD Format AND PROCESSING PROCEDURES 


THis MEMORANDUM CONTAINS RECOMMENDATIONS SUBMITTED FOR YOUR APPROVAL. - SUCH RECOMMENDATIONS . 


ARE CONTAINED 1N PARAGRAPH 6, one ae 
t. . PROBLEM: 


To REDUCE COSTS AND TO EXPEDITE THE DISSEMINATION AND DELIVERY OF PLANDEST INE SERVICES 
CABLED FIELD REPORTS IN THE. TD SERIES. 


2. ASSUMPTIONS: 5 
A. A SHOWING OF SIGNIFICANT SAVINGS IN TIME OR MONEY WOULD JUSTIFY REVISING THE TD FORMAT 
ANO PROCESSING PROCEDURES, 


Be. A TD FORM THAT. MEETS THE STANDARDS AND REQUIREMENTS OF THE CLANDESTINE SERVICES COULD 
BE DESIGNED IN "HEADER" size. 25X1 


C. ORIGINATORS COULD PREPARE CABLED FSELD REPORTS IN A PRESCRIBED MANNER THAT ELIMINATES 
NEED FOR REFORMATTING AT HEADQUARTERS. THIS WOULD BE A MINOR VARIATION OF THE PRESENT | 


250; ©. tee 


D,. . COMMUNICATIONS PERSONNEL COULD PREPARE CABLED FIELD REPORTS IN SUITABLE FORMAT. 


Ee SIGNAL CENTER COULD PRODUCE MACHINE@TYPED MASTERS FOR CABLED FIELD REPORTS, AS THEY ARE 
NOW OOING FOR OTHER CABLES, ANO TD's COULD BE REPRODUCED BY AFFIXING A "HEADER" To THESE MASTERS« 


3. . FACTS BEARING ON THE PROBLEM: 


A.’ Tre CABLE SECRETARIAT IS CHARGED WITH FINDING WAYS AND MEANS TO HANDLE SUBSTANTIALLY 
INCREASED NUMBERS OF CABLES WITHOUT A CORRESPONDING, IF ANY, INCREASE IN PERSONNEL. THIS, 
AND THE RESPONSIBILITY FOR PROCESSING CABLES QUICKLY.AND ECONOMICALLY, DICTATES THAT EVERY 
STEP BE EXAMINED THAT MIGHT IMPROVE CABLE SECRETARIAT EFFICIENCY AND REDUCE COST WITHOUT 
Deine pene FROM THE SERVICE PROVIDED, 3 

Be WHILE THE CABLE SECRETARIAT 1S NOT SPECIFICALLY CHARGED WITH THE REFORMATTING OF CABLED 
FIELD REPORTS ON TO TD FORMS, IT DOES SO TO EXPEDITE CLANDESTINE SERVICES DISSEMINATION OF 
CABLED FIELD REPORTS IN THE ™ SERIES, 


ce. Errictent use oF ADP EQUIPMENT ANO HIGH=SPEED PRINTERS WILL NECESSITATE AN EVENTUAL 
CHANGE FROM THE PRESENT TD FORM. THIS PROPOSAL 1S AN INTERIM STEP TOWARD ADAPTATION TO USE 


orf ADP EQUIPMENT. ~ 


n 
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SUBSET: Rewieson or TO Fomatr and Paocteeswa Paor enuacs 


&, OtSeyesion: 


fe MORE EFOLCJENT ALYERRATIVE TO THE OWUESENT ARACTICE OF UBING 4 CLUROWRITER 50 
PREPARE MASTERS 1m Tue TO FORMAT 12 AVAILADLES © QERCRLPTION OF THE PRESENT PRACTICES 
roatrute with a [L___Rerromuct rom pistaiwution, 1% arracntm 49 Tae *. 


Re Tur ry.encwer ttn Sree Ano THE *Sa@ary vie* am CONNELTIOCN wits THAT STEP CAN ot 
CLIMINATED @¥ CAPTURING THE TEXT OF & REPROD TIME WASTER (8 Syama, CanTen, or stviaieS 
tat paestet TH rams 80 1t CAM GE AFF EREO AD A ‘een0ee” , AMD WO SMO TIICTIN OMEGA TORS 


G0 UMIYOI PREPARATION OF CABLED Yetae acroaTs, 3c% Tas 3B roe a SERCOIPTION GF THE PROPesesG 


PRACKAUNE, TORETHER witaL__]as 't WWE BE OLSTRIGTTES, 


Le FLFORRATIVES COMSIB TENT WITH +HER PROPCREOD ONSTOM ANT AVAILAELE FOR wet wate Dawa. 


CEWTER 19 UMAELE To PROWIDE WOAGLE COPT, Haleg BOF ICHENTLY FOEK OF SEKNL TR To wet 
CLAWDESTIN® SERVICES ETANDAADS FOR APPEARANCE. THESE ALTERMATIVES MAY TARE AOVAHTARE 
Se ME 'LEXOWRETER OR GSE MAW TYP TING. iy «2 Cav oORAvEn THat S remai, CENTER Wik BE ABLE 
To PROVIDE GSABLE caPy on 50 To TOR or casuem FitLe AEPCRTH. 


6. TO CIBER ENATIONE AEPRODULES FROM wAteiet~Tyeee maaTteas wits TO rome ncaoKes 
ATTACHED WILL COMPAHE SATISFACTORILY 10 APPEARANCE WHITH THOSE HOM AEINA OIATRISVTED, £5 
sem oe companifon or exaweLen ta Teen 4 ANd a. 


k. { TET OF SAHINES, IT 68 ERTHENTED THAT He Caace SECWETARUAT Co PeOtENE facn 
MDIVIRA, REPORT Ub APPRGIMATELY FO sre TRS LEER TAN AY PRESENT Jn COULO EFFECT & 
Savine Of APPROMUMATELY $7,500 fee TEAR, CiMULATIVELY, THE TiwE Gavey woul Bt Tin 
GACATER, UNSER ANESENT PRACTICE, ap@unies wh ad 315 AEPORTE O8 HAND AlED Two 74 E8CRRTI TERE 
J} OPERATION SIMA TANTOUBLY, THE FLERT Tem REPORTS WOULD BE FIMGENEG 16 PO MiseUTER, THE 
tage ann rouNTe on GG, OFS. THR THE She Te AAO RaNTs ATPORTS WOULD BE rimsete 1 40 
tmeuTES. Ov CLINA TING THE CLERGWRETER ETEO, ANG CONBTOEE(NA OFLVY THOSE TIMES CONTENTS 
With TRE FRTROWHITER PROCESS, Tt TraeyT hes REPINTE WHY BE FIMLENES 1 TO MINUTES 4f0 
THE LART TWO IN SEM MIMITES, 


5. CONMCLURHON: 


da THE BAVINGK 1H PRECKSSIWG TAME tee tHE CaeLe SEGRTTAMIAT ant THe REHUCTION tn COST 
OF PROCKSEING OAETIPY ADAPTING Yat SROCTOUNER BEECRIATS TK Tas 8, 


4, Tet APOEANANCE OF THE CIMEBHER RESORT PRHOCESAES weete Tet PROCEMMPEE DESCRIBES 38 
Tan & Wiis MEKT THR STANRAATS 2nD HROULADEENTE 97 THE CrawprcsTineg Etavicks. 
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SUBJECT: Revinson or TD famar ano Peacessine Faoces nes 


S, RECOMMENDATION: 
a, THa? Tet PROCROURE DCSCRIBED 1M Tae 0 sucwuoiNG Tee caanat i tHe TD rome at sernovio. 


25X1 eo. Tuatl_____]we awennen to rnavauer tar ansaiMATOR To FATRARE FHELe AEPCRTS 1m 
THE RAAT PKALaNTO TO THY THE eRetemuRt OESCRIBES 16 Tas &. 


fe THAT tHe Orr ice ox ComruM CATIONS BE MTGURTED YO 1Btut see TRCTeoMs TH COMMUN | CAT OB 


PERSOMETL, TO FALPARE FELD aLPORTE wit SUECUCLENT BPACE AT CESIGMATED POINTE YS MANE THE 
PREcTHOURE SEECRIATe th Tas B oPERABLE. 


[X18 
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DESCRIPTION OF PRESENT PROCEDURE IN THE PREPARATION 
OF A CABLED FIRLD REPORT 


l. The originator in the field prepares the cabled field report in the foyraat 
prescribed in[_ 4 giving no attention to paging and spacing. 


2. Communications personnel im the field prepare a tape for tranemission 
much the same as for any cabie, giving no attention te spacing that raight 
facilitate creation of reproducible mastera at headquarters. 


3. Headquarters Signal Center personnel, using a teletype machine and 
paper tape, produce TOT copies of the cabled report. These copies are on 
paper rather than the master stock used for other cables. They edit the cable 
and pass TOT copies to the Cable Secretarist Duty Officer. 


4. The Cable Secretariat Duty Officer reads all cabled reperts, pravides 
advance copies ae appropriate, and passes the TOT copy with tape attached to 
the logger. The logger makes appropriate entries and passes the report and 
tape to the cable analyst. 


3, The cable analyst determines CIA internal dissemination, and passes 
the report and tape to « flexowriter operator. 


6. A clerk or the Mexowrlter operator passee the reproducible masters 
fe TWWaewes 22, 


7. IW, in addition to exerciee of judgment, performe the mechanical 
operations of assigning the TD number, typing reports headings, editing. 
typing address symbols, and inserting certain entries on the caver page 
which circulates only within the Clandestine Services, The compicted 
reproducible masters and the TOT copy are returned te Gable Secretariat 
for reproduction. . ; 


Attachments: | 
$l ~ Paper TOT as now received {only with original of study) 
#2 + Reproducible master typed on flexowriter (only with original of atady) 
#3 - Cabled field report as now reproduced 1. ae 


> ay 


ewes get 
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GDESCaIPTION OF PRGPOSER PROCEDURE IN THE PRL PARATION 
MP A CABLED FIELD REPORT 


i. The originator in the field will prepare the cabied fieid report in the 
exact format required, including dividing the roeseage into pages of not more 
than 20 lines, each line not more than 69 characters, (Change from present 
system: The originator will have te conform precisely to the designated format 
to insure unifermity in TD diaseminations reproduced at headquarters. He will 
have to mark the end of the cupdata portion and begin the reports heading on a 
separate page, to assist the conmumunicator in proper preparation for trans- 
mission. Sixty-nine characters per line and 20 lines to the page iz a prospective 
requirement for all cables.) 


2. Communications personnel in the field will prepare a tape fer trans- 
mission incorporating the instructions concerning paging and spacing ae furnished 
by the originator and as provided in communications instructions. Thie will 
facilitate creation of reproducible masters at headquarters. (Ghange from 
present systems: Communicatioas personnel will insert spacing peculiar to 
preparation of cabled field rGports do that paging and necessary spacing can be 
accomplished automatically as the cable is received in headquarters Signal Center, - 


3. Headquarters Signal Center personnel will receive cabled field reports 
on machines loaded with reproducible masters, ag they now do with other types 
of Agency cabies, They will not edit the cable, They will pasa the reproducible 
master, together with extra paper copies and tape attacked, te Cable Secretariat, 
(Change from present systent: Signal Genter receives cabled field reporté on 
machines loaded with reproducible masters inetead of paper, and will not edit.) 


4. The Cable Secretariaz Duty Officer will read all cabled reports, 
provide advance copies as appropriate, and pasa the reproducibie master with 
tape attached to the logger. The logger will make appropriate entries and pass 
the report and tape to the cabte analyst. (Change from present sysiem: None.) 

5. The cable analyst will determine CLA internal distribution and decide 
whether the master will reproduce satisfactory copy. If the deciuton ie that the 
master will: 


a Reproduce satisfactory copy. he will pase the report-te a clerk to 
cut into page# and to affix “headers. 


b. Not reproduce satiafactery copy, he wilt pase the report and tape 


te the lexewriter operator who will prepare @ aatisiactory reproducible 
master on & form preprinted to resemble the “hoader”. 
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ivaange from present aystem: ihe flexowriter operator will prepare casters 
only im those cases where the coaster furnished by signal Center is unsuitable 
tag reproduction instead of in every instance, Zar each dgabie master received 
i¥er: sigeal Center, approximately 15 minutes fiexowriter time will be saved. 
‘“i@rae Will affix ‘headers on the usable mastera, This new step, already 
standard practice for ather cables, will require approximately one minute to 
uoamplete, } 


&, A clerk or the flexewriter anerater will pass the reproducible raasters 
to iv, (Change trom present system: None.) 


Tt. iW, in addition to exercise of judgment, will perform the mechanicai 
uperationa of assigning the 1D nurnber, editing, and typing address syo:bois, 
Tag completea reproducible mastere will be returned to Cable Secretariat for 
reproduction, (Change from present system: IW s editing function increases, 
secause eciting formerly done in 5:.gnal Center and in Cable Secretariat will not 
ue performed. IW'a typing load will be reduced because reports headings will 
oe Inserted at the time Signal Center receives the meeasace, The technical 
VHiriea now inserted on the cover pase will no longer appear, since there is no 
apace for them on the header” form.) 


Aihachenemtia: 
(i - Garsen cepy of reproducible master as it will be received in 
pnw wenter (i for original study and | on OC copy) 
oa + Mager paged with header’ attached (only with original of study) 
3 ~ Cavled fietd report as it would be repraduced 
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